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PAYMENT SERVICES USER MANUAL 

APPROVING INVOICES 
 
 

INTRODUCTION 
Approving the invoice can be done either on the Approval or the Multi Proc screen, so 
the specific steps to approve invoices depend on the business processes of the individual 
agency. Whatever the process, two prerequisites must be met:  
 
• The invoice must have its cost distribution saved and completed. 
• You must be assigned as an approver by your Payment Services administrator. 

 
The agency’s Payment Services administrator assigns users to the approval levels needed 
by the agency. The administrator also defines the number of approval levels and the 
names of the approval levels. The names of the approval levels appear in the Approval 
and Administration screens and as column headers in the Multi Proc screen. See the 
Administration document for details. 

USING THE APPROVAL SCREEN 
1. Open the Approval screen one of two ways: 

a. Save and complete the cost distribution on the Distribute screen and then click 
the Approval tab. If opening the Approval screen after distributing costs, skip 
to step 3 below. 

b. Locate and select an invoice in the Status screen. 
i) Search for invoices if necessary or sort the list of invoices displayed. The 

status of the invoice might read “Approval Level 2” or indicate that last 
approved level. See the Status document for more details. The name of the 
approval levels are defined by your Payment Services administrator.  
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Figure 1 - Status screen 

 
 

ii) Click Approve next to the invoice you want to approve. The Approval 
screen will open.  

2. Review the invoice details. 
3. Select the checkbox for appropriate approval level. To “disapprove” an invoice that 

has an approval level checked, click the checkbox to clear it. 
4. Click Save & Continue or Save & Clear. If e-mail notification is enabled, you can 

send an e-mail to the next person in the process. See the e-mail notification section 
below. 

 
Figure 2 - Approval screen 
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FINAL APPROVAL LEVEL 
When the final approval level is selected, a Payment Request Date dialog box appears.  
This box allows you to select the date when the invoice gets sent to STARS for payment. 
 
You can choose to: 
• Enter a date in the Payment Request Date field (or use the calendar icon). 
• Select Invoice Payment Date. This will use the Invoice payment date as entered 

on the Invoice screen. 
• Select Invoice Approval Date. This will use the date the invoice is approved for 

the payment date. 
Make a selection then click Save & Continue or Save & Clear. 
 
Figure 3 - Payment Request Date 
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E-MAIL NOTIFICATION 
If e-mail notification has been enabled by your Payment Services administrator, an e-mail 
dialogue box will appear after saving the authorization. 
 
Figure 4 - E-mail notification 

 
 

TO SEND AN E-MAIL NOTIFICATION  
1. Highlight the recipient’s name. Hold down CTRL and click the left mouse button 

to highlight multiple names. 
2. Type a comment if needed. 
3. Click Send or Queue. 

Click Send to send the e-mail immediately. ! 
! Click Queue to save e-mail messages in a queue which will be automatically sent 

at the end of the day (midnight). Queue will store multiple e-mail messages for 
the same recipients, but only send one e-mail for each recipient with multiple 
invoice messages in the one e-mail. 

4. After sending or queuing, a verification message will appear. Click OK and then 
click X in the corner of the e-mail dialog box to close. 
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TO SEND AN E-MAIL NOTIFICATION FROM THE QUEUE  
 
Figure 5- E-mail queue menu 

 
 

1. Click E-mail in the top menu bar 
2. By default, all recipients are selected. Uncheck the check box in the Send column 

if you do not want to send an email to a particular person. However, any unsent e-
mails in the queue will be sent automatically at the end of business day. 

3. Click Edit next to an invoice and recipient to change the recipient for that invoice 
message. This may clear all of the check marks for all recipients. 

4. Select a recipient’s name from the Email To menu. 
 
Figure 6 – Editing the E-mail queue 

 
 

5. Type a Comment if needed. 
6. Click Update to save the change. (Click Cancel to cancel the change.) 
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7. Select Check All if necessary. (You could select Check All and uncheck individual 
boxes in the Send column for individual recipients.) 

8. Click Send to send all selected e-mails from the queue. 

USING THE MULTI PROC SCREEN 
This screen has the same approval function as the Approval screen, but allows you to see 
multiple invoices in a list, check their details if necessary, and approve as many as 
needed.  The actions you can take on invoices will depend on your role or level of 
permission defined by your Payment Services administrator. 
 
The names and the number of approval processes in the Process Column menu are 
defined the agency’s Payment Services administrator. These names appear in the column 
headers of the invoice list. 
 

1. From the Payment Services main menu, select Invoice. 
2. Click the Multi Proc tab. 
3. Select the appropriate approval level from the Process Column menu. In the 

example below they are simply named “Approval 1”, “Approval 2”, etc. 
a. Check the invoices to approve (or leave them checked). 
b. Uncheck invoices to “disapprove” (or leave them unchecked). 

4. Click Save & Continue or Save & Clear.  
 
Figure 7 - Approval in Multi Proc screen 

 
 
Continue with the process of selecting approval levels from the Process Column menu 
as defined by your agency’s business process and Payment Services administrator.  
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FINAL APPROVAL LEVEL 
The final approval level in Multi Proc will also display total costs and fund information 
as well. By seeing the total amounts and the funds being affected, you can make 
decisions about which invoices to pay, which invoices could be better distributed across 
funds, etc. Like the Approval screen, the PmtReqDate (Payment Request Date) can then 
be changed based upon that decision. See the Multi Proc document for more details. 
 
Figure 8 - Payment Request Date column 

 

Rev. Date: 07/01/2006 Page 7 
 


	PAYMENT SERVICES USER MANUAL 
	APPROVING INVOICES
	INTRODUCTION
	USING THE APPROVAL SCREEN
	 FINAL APPROVAL LEVEL
	 E-MAIL NOTIFICATION
	TO SEND AN E-MAIL NOTIFICATION 
	TO SEND AN E-MAIL NOTIFICATION FROM THE QUEUE 


	USING THE MULTI PROC SCREEN
	 FINAL APPROVAL LEVEL




